
 

 

    

           

 

Montana Acquisition & Contracting 
System (eMACS) 

 

 

 

 

eMACS Handbook 
Vendor Registration and Data 
Management  

 
 

 

 

 

 

 



 

eMACS Handbook, Vendor Registration and Data Management, Page 2 
Revised 01/16 

Welcome 

The purpose of this eMACS Handbook for Vendor Registration and Data Management is to 

provide vendors with the key activities associated with registering as a user in the State of 

Montanaôs eMACS Branded Vendor Portal. This guide contains the basic process for: 

1. Registering with Montana Acquisition and Contracting System (eMACS) from our Vendor 

Portal login page. 

2. Logging into eMACS Vendor Portal and beginning registration. 

3. Receiving and responding to invitations from eMACS. 

4. Ongoing management of the vendor profile for eMACS. 

Objectives 
The purpose of this handbook is to familiarize vendors with registering and managing 

information for eMACS through our branded Vendor Portal.  The portal can be used to: 

¶ Register. Tell us all about you as the vendor. Through the vendor profile, we can gather 

information that can help develop a strong working relationship. 

¶ Maintain your information. Keep your profile up to date. Maintain your contact information, 

business information and products/service information.   

What you will learn 
The document is organized according to the major functions of the application: 

¶ Vendor Registration and Access ï This section provides instruction on the process of 

registering and accessing the Vendor Portal. 

¶ Company Profile - This section explores each area of your profile and the information that 

is captured in each. 

Introduction 

eMACS has configured a branded portal for vendors specifically for use in registering with our 

organization, as well as ongoing management of important business information.   This ensures 

that we have the most accurate and up-to-date information when making purchasing decisions. 

The Vendor Portal allows vendors to provide a variety of data. This includes ñbasicò data such 

as company or individual name, business type, and contact information. It also includes 

information including insurance information and accounts payable data. 

 

The Vendor Portal can be found at www.vendorresources.mt.gov. 

http://www.vendorresources.mt.gov/
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What can a vendor do in the Vendor Portal? 

The Vendor Portal is not only used to manage your companyôs data but also helps us manage 

our relationship with you. The better information you provide, the more likely it is that we have 

sufficient information to make purchasing decisions about your organization. The Portal 

provides vendors access to State of Montana bidding opportunities, allows for efficient and 

interactive communications regarding bid opportunities, and provides electronic submission of 

some solicitation responses.   

Creating an Account from the Montana Acquisition and 

Contracting System-eMACS.  

Vendor Portal Login Page 

By visiting vendorresources.mt.gov you will be directed to the Montana Acquisition and 

Contracting System ï eMACS Vendor Portal Login page where you will select Create Account 

to begin the registration process.  

  

 

You will be navigated to the Vendor Registration page where you will create initial user login 

information. You will also be asked to enter a Tax ID Type, Tax ID Number, and DUNS 
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Number. This information is optional but will help us identify if you already exist in our database.

 

 

Note: If you provide a Tax ID number or DUNS number that matches to a vendor record in our 

system, you will be taken to a page that displays the vendor organization with matching data.  

You can select to send a message to a matching Vendorôs portal administrator to request 

account access.  We will also be notified of the potential duplication 

 

If no duplication is found, upon selecting Create Account you will see a confirmation message 

that you have begun the registration process.  Check your email (the email provided when you 

created the account) for instructions on proceeding with your registration.  
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You should receive the following email with a link to Complete Registration Now. 

 

 

Once you click the link, ñComplete Registration Nowò, your vendor portal registration is verified, 

and you will be navigated to the eMACS Vendor Portal login page.  Your email address is 

already populated in the Email field. Simply enter your password and click Login to log into the 

eMACS Vendor Portal.  
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Upon selecting Login, you will be logged into the eMACS Vendor Portal to complete the 

registration process. 

 

Completing the Vendor Registration for Profile 1  

Profile 1 is a basic registration. This registration adds your company as a vendor to the eMACS 

system. You will receive notifications of solicitation postings and be able to respond to 

solicitations through the system. 

 

Once logged in from registering your user account, you are navigated to a Welcome message 

with a registration checklist and FAQ link.   

Completing the Registration 

Required fields are indicated with an asterisk (*).  As you complete information for the page, 

select the Next button to save changes and proceed to the next page.  You will see the 

registration panel update the number of steps complete as well as indicate green checks for the 

completed pages.    
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When entering your company Address, select Other (physical). 

 

When entering your Contacts, select Fulfillment and Sales contacts. 

 

 

Once you have completed all required fields, enter the requested information on the Certify and 

Submit page and click Submit.  
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You will be navigated to the home page with a confirmation message that your registration is 

complete.   

At this point, the vendor registration has been submitted to the State of Montana, and you will 
be notified if any additional information or clarification is necessary 

Completing the Vendor Registration for Profile 2 

Should your company be awarded a contract with the State of Montana, you will receive an 
email asking you to continue your registration in anticipation of receiving a contract. This 
registration moves your company into a Profile 2 registration. This registration is more in depth 
and will require your company to upload a W-9, tax information, proof of required insurances 
and enter payment information. 

You will receive an email asking your company to Register in Profile 2.  
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Select the Register Now button and you will be redirected to the Vendor Portal to login. 

Required fields are indicated with an asterisk (*).  As you complete information for the page, 

select the Next button to save changes and proceed to the next page.  You will see the 

registration panel update the number of steps complete as well as indicate green checks for the 

completed pages.  

Once you have completed all required fields, enter the appropriate information on the Certify 

and Submit page and click Submit. 

 

Select Return to the homepage and you will be redirected back to your eMACS portal 
homepage. 

Montana Acquisition and Contracting (eMACS) Vendor Portal 

Home Page 

After completing your registration, each time you log into the Montana Acquisition and 

Contracting System ï eMACS you will be navigated to the home page. 
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Managing the Vendor Profile 
You may edit the profile information at any time by clicking the Save Changes button after 

making edits on each page. 

You may view an audit trail of changes by selecting the View History link. 

Within your SciQuest Supplier Network Portal, you may manage basic information about your 
organization such as name, addresses, service areas, legal identification, diversity 
classifications and more. This is known as your Network Profile.   

SciQuest Supplier Network Tasks 

By registering for a Vendor Portal with eMACS, you have access to the SciQuest Supplier 
Network as well.  By navigating to the SciQuest Supplier Network from your portal, you may edit 
user settings, enable notifications, and access other resource information.  To navigate to the 
SciQuest Supplier Network, select your name from the top right banner in your portal, and select 
the option to Return to SciQuest Supplier Network.  Refer to the Online Training and Support 
Page link on that page to learn more about the Network.   

Online Training & Support Page 

The Online Training & Support Page is available via hyperlink on the SciQuest Supplier Network 
home page. On the Online Training & Support Page, you have access to handbooks, short 
guides, and video snippets related to navigating and working in the SciQuest Supplier Network. 

 

Adding New Users to the Account 

1. Login to your account at www.vendorportalmt.gov 

2. Click on the drop down arrow by your name/company name 

3. Select ñReturn to SciQuest Supplier Networkò 

4. Select ñSite Administrationò, ñManage Usersò and ñSend New User Requestò 

5. Fill in the new user information, add a User Role and ñSend User Requestò 

6. The requested user will receive an email to complete their registration 

 

User Profile 

Users with the appropriate permissions have the ability to access their own profile. The user 
profile is used to manage permissions that allow for display of different features in the Network 
and customer portals. Also in the User Profile, a user may select to enable Email Preferences or 
in-application Notifications regarding certain actions, such as a certificate expiration issue. For 
more information, access the Supplier Network Handbook available on the Online Training & 
Support Page. 

 

 

http://www.vendorportalmt.gov/
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Time Zone Change 

Any email communication you receive will automatically default to Eastern Time. 

To change this feature, select the drop down arrow next to your company name and select 
Return to SciQuest Supplier Network. 

 

Once you are in the SciQuest Supplier Network, select the drop down next to your company name and select 
View My Profile. 

 

Select Language, Time Zone and Display Settings and select the appropriate time zone for your 
company. **Please note that all information posted in eMACS by the State of Montana will be 
listed in Mountain Standard Time. 
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After you have chosen your time zone, select the Home Screen tab and then select the 
MONTANA ACQUISITION AND CONTRACTING SYSTEM (eMACS) and you will be returned 
to the eMACS vendor portal. 

 

 

Navigating your eMACS Vendor Portal Home Page 

 

¶ eMACS logo/identification. You will see our logo and company colors, as well 

as a message to vendors in the top left.  


